Approved For Release 2005/11/17 : CIA-RDP61-009Q1,A000300070006-5
-

Approved For Release 2005/11/17 : CIA-RDP61-00901A000300070006-5



e

Approved For Relea~se 20051 éIECR%If«-RDPM-00901A000300070006-5

g

FREBINT  PHOCEDUREY

IDORUTION  BaANCH

Approved For Release 2005/1 QEC:KEF-RDPM-00901A000300070006-5



Approved For Relejage 20§5/11I17 : CIA-RDP61-00901A0023_00070006-5

Inooming Administrative uaterisl {Collatersl, “ecret and below)

Resseager

1.
2.
3.

k.
25X1 9

25X1§§!2 Control Cfficer

Picks up material at turnstile and signs Courier's Classified Mail
Recaipt (35-16}.

Transports material to IB, opsns envelopes and sorts nsterial fer IF
handling.

Pleces FEI. and clippings imsdiutﬂy in appropriate pigeon holes.
{These are routed by 2CL).

Tine-atamps documents.

relivers msterial tolZl

6. Segregates ACTION material.
7. Attaches cover shests % documents (pink form 51-10 for non~ilTICH,

et yollow for ACTION) and warks addressee snd source on pink cover shesis.
8. Delivers non-ACTIOH materisl id | 25X1

25X 1 Xafe Centrel Clerk-1ypist - Non-ACTION Material

9. Marks dats on pink cover shest.
10. Logs on form 38-1h.
11. Marks sentrol nueter on cover sheet and circles securlty classifiecstion.
12, Takes to sorting tadbls.

Mesganger - Hop-ACTICH aterisl

13. Places in pigeon holes for later delivery.
ik. Delivers on reguler run.
25X1Infe Contyol Officer = ACT IOM

9. Records materisl in leg form 38-1L (same log as for non-AUTICH)

10. Types form 35-1.
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1l. Pulls oopies af 35~1 and ntMu #1; 2y 3 and & %o 4CTION cover sheeb.
12. Filew copies 5l snd § of 35-1.
1. Hand-garries ACTICH materisl to ixecutive ufficerts o}:ﬂca. (Perforss
follow-up on ACTICK material.)
Sive CLficer's of o ACTION
1. Executive reads snd marks routing on #2 and 3 of 35~1 and on cover sieet.
i5. Pulls #2 and 3 of 35-1; f£iles ;2 in *black book" and returns 53 to 14,
16. Delivers doscument with il end € of 35~1 sttached.
25X1 Infe Cgatrel Cfficer - 40T IOk

17. Vhem 73 of 35-1 recelived, marks routing op #1 end 5.
18. riles #3 of 35-1 by due date, #h by number and #5 by scurce.

19. v¥hen potified of cospluted ACTICR, destroys #3 of 35-1 and rerks date
snd methed of cowpletion on Sl and § of 35-1.

- (Notes:
8. } delivery will include all types of collateral.
b. Courier's Classiffed 1all Reeelpt does not itenise doecuments.

8. CIi courler celivers six times per day.;

1, Pieoks up on regular delivery run.
2. Trensports to IT and sorts sscording to destination - inside 57 or

eutside.
3. Plasces material remsining in (57 in appropriate pigeon holes.
ke Delivers meterisl loaving 5T to 25X1°
25X1€2srk |

5. Records material in cutgoing sdministrative log (form 38-11).
8. Preperes and addresses envelope,

-g=
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SECRET

¢ $ed materisl r in CIad
T+ Plaees document in envalops, ;uia envelope snd atteohed CIC gtickar.

8. Prepares Courier's Classified ¥eil Receipt (35-1€), 1), and sttachee
%o envelaps.

¥. Places snvelope on 2UT tsble.
sified “ateriol lesving CI4
7. Prepares Document jlessipt {171} - (pometipmes prepersd hy divisions; and
:ﬁ;ﬁl& #1 to document. (If necessayy, prepares and attaches "Qatag,s
8. Ohecks document for esplonsge stapp. |
9. Places document in deuble envelape and seals envelope,

10, Preperes Courier'e Classified rail Receipt {35-16) lul and atteches ho
snvelope,

11, Flaces envelope on 37T tedble.
- 12, ¥iles copy of Cocument Receipt.

Unslpspified metertisl
7. Plases document in enmvelope.

8. If lesaving U.C., prepares Postags S1ip (35-11) end attaches t¢ envelope.
9. Flaces envelope on TUT table.

Besganger - sl) sdministrative materisl

&, Vhen CI2 sarrier srrives, takes envelopes to turnstile.

b. Obtaine courler's signature on all 35-16's (#2) and turns aver envelopes.

8. Delivers signed 15-16's to 25X1
25X 1 w - all material

d. Tiles signed Courier Receipts.
s, %¥hen iiggmd Tosununt Reosipt received, destroy copy and file smigned
erdginal.
- | -3-
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rat Card Met

1. Pleks up material at turnstile and signs Courier'e Claspified Fall ke~

seipts (35-16).
2. Transports material to 1% and sorts for IR handling.
). Cpens envelop2s of multiple routing documents.

k. Delivers envelepes end toxes of mat card msterisl for I® hepdling.

mente direct frow CT ge to

(Mote: Multiple roeting met card materisl r_onl mat carc docu-

25X1 Infe Contrel Clerk = mltiple roeting

8. Pulls » card from cach deocusent.

6. Checks pages and onelosures snd marks card "enclosures* snd date.
7. Deldvers conpleted doouments tu sorting teble.

™ 95X then gountes Lhe cards and stores for later f4ling.

Kessengaor - multiple routing
8. Time-stampe docunentis.

9. forts doouments and places in pigeon holes for later delivery.

10. LDelivers dooumentes on rapulsr run.

25X 1infe Control O lerk-Typist - ¥rom (L5

. Opsns box of documents.

&, Pulls & card from eagh doecument.

7. Re-bundles decuments by (51 division (documenis zre recoived from o[

bundlsd by divielen).
8, Tekes doousents to sorting tsdbls and places in pigeon holes.

Talley then time-stamps the cards, sorts thea for flling and sets sside

for later filing.
olj

Approved For Release 2005/1 1§ECB£[RI;)P61-00901A000300070006-5

*w%o types randlod concurrently.;

25X1
25X1



Approved For Release 2005/1 1IS'ECQE1RDP61-00901A0003£9070006-5

Nessenger - From OCD
9. Delivers the doourents on his regular run.

Nesponger
1. Pisks up from divisions on his regular delivery run.

2. Taskes documents to IF and sorts sacording to destination - inside or
wetaide OBY.

3+ Plsces material remsining in 05X in appropriste pigson holes.
L. Delivers material leaving 051 w|:| 25X1

25X 1E1erk

S. Pulls one card from sach dooument.

6. Checks pages amd enclosures and writes on mat card: *anclosures” , the
sddressse and the dats.

S 7. Places documents in an envelope, seals the envelope and sddresses it.
8. Prepares Courter's Classified xail Receipt, 35-16 (14L)
$. Attaches 35-14 to envelope and placss savelope en (17 table.
0. Places mat cards in storage for lster filing.
Messenger
11. when CIA courier arrives, takes envelopes to turnstile.
12. oObtains gourler's signature on §#2 of 35-16 and tarns over envelopes.
25X113. Delivers signed 35-16|

25X 1€3erK]
. Files signed 35-16.
& Fudlica ollateral, £esret and below
Messenger

1. Picks up materisl at turnstile and signs Courier's Classified sall
kegeipts (1)5-1£),

santr

-5~
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2. ‘i“mnponi material to IE, opens envelopes snd sorts for IP handling.

25X1 3. Uelivers te
25x1 Infe Contrel Clerk/ |

L. Reads document for 0SI routing.

5. »arks routing ¢n a slip of paper and attaches to publication.

6. Brings classified and psid publications | | brings unclasei~
filed or unpaid publications t¢ the sorting tabls.

25X1 Iafe Conmtrol Clerk - clagsified xnd paid

7. Heoords issue number, date received and (ST rmting on log (% tandard
Dissrivution Record, 60-9k).

8. Tlelivers logged publicatieons to sorting teble.
Xessenger (all publications after sbove hendling)
Tor 9. Time stamps publications
- 8 or 10. Plages in sppropriste pigeon holes for later delivery.

9 or 11. Telivers on regulsr delivery run.
Notes: IX does not record unclassifioed or unpaid publicetions; (SI regula-

bory issuantes go directly from ‘essenger tof [briefing
notices are frecuently delivered by| [

Outgoldng Eerinl Publications §’m1ugla &wt}_ggz

Hessenger
1, Ploke up from divisione on regulsr run.

2. Takes dosuments to IP and ports sccerding to cestination - inside €1
o W%‘id‘o

3. Plases material ramsining in 51 in sppropriste pigeon boles.
ke Delivers material leaving 051 for IB handling.

o5 11889 _Contrel Clerk| | classified and/or paid
$. Records date forwardsd and destination on Standard Distridution HZecord
{60-9L) .
- -
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SECRET
25X1 6. Delivers| |
25X 16derk - clessified or paid

If publicstion classified:
7. Prepares and sddressos envelope.
8. Places publication in envelope, seals, and attaches CIG sticker.
9. Preparss Courier's Classiffed vail Receipt (35-1€).
10. Attached 35-16 to envelope.
11. Places smvelope on OUT teble.
If publication unclassified and paidy
7. Prepsres snd addreases ctein envelope.
8. Places publisation in envelope.
9. Plases envelope on OUT table,

~  Messemger - glassified and/er peid

12 or 10. ‘hen CIA courier srrives, takes snvelopss to turnstile.

13 or 11. Cbtains eourler's signature on sll Courder Feeelpte (£2 copies)
and turms over envelopes.

1k or 12. Returns signed 35-14's who files them. 25X1

Outgeing Unolsssified and Unpaid Publications

Delivered by Hessenger atmﬂv' who hendles as unclassified, paid. 25X1
tueh documents are not logged .

¥otes Parkinsen zay have to cheek some publications to dstermine that they
sre unslassifisd and unpaid.

08 I-producsd intelligence publications are sent by iPs dimtlﬂ | 25X1
snd then to OCh for disseminstion. IB receives copies for (51 aistribu 3

snd thess sre trested 23 ineoming publications.

When divisions are finished with publicstions, they're sent to I8, whiech for-
wards domestis publications ‘e OCD Br § Lidrary and foreigm publications to
oD Br L Library. “These are hantled as outgeing publicetions.

o
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Hesswnger

1.

2.
3.

25X1 b

5.

6.

7.

25X1 Iafe Cemtrel Clerk

Picks up material st turnstils and signs Courder's Classified :ail Se-
setpt (35-16). e

Traasports asterial to 1B, opens envelopes ani removes dispatohes.
Tims~stamps diepatchss.
Telivers dispatehes

iz«l:? pouch manifest agalnst gontents end sets apide manifest for return

Reads dispateh for (SI reuting, marks routing on slip of paper and
attaches slip to dispatoh (1 eopy Support Seaff). (m eports ting
is maried on wemc and enclosures. ) F > FE

Deldver to Parkinson, and deliver msnifest for outgoing

»

8. Type form 35-1 (separete 35-1 for each snclused repors).

§. Pull #1 of 35-1 and set aside,

10. Attach copies of 35-1 to eopies of dispateh (anc EhCLOBUTRS, o

25X1 13« Deliver material
Paricingen later files 35-1's ss logs.
Messenger
12. Plscss materisl in pigeon holes for later delivery.
3. Delivers on regular run.
% 28

Hessenger

1. Picks up materisl st divisions on regular delivery run.

B g

=B
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- SECRET -

2. Takes dosuments to I snd delivers 25X1

o5x1 Infe Control clerk]

3. Chesk dispatas for ures, o
sation, signature :ad‘::;l:;g n,,’,;:“ rdination sad reiease, clagsifi-

b Assigns on : uzbe e
eoples of xpiﬁchdf'mm Buzber and pouch number and resords thass op

5. Removes stay-back coples of dispateh.

6. If over weight Mait, prepares walver request (1019).

7. Preparss _sousant ioaedpt (35-20) and atteches to dispatol.,

8. 1f fintehed intelligense, stamps with umaminfw stanp,

§. Prepares snd addresses snvelops, places dispatch in suvelope and ssals.

i0. Prepares Courier's :lass: '
to suvalope, slong with lig;f i&:i;;i‘-'“‘ipt (35-16), 141, and attaches

11, Plae on { i
e I_Q_mnnTo (T table and delivers stay-back sopies of dispateh
Info Comtrel Clerk (Paricinson)

12. Types 35-1 and pulls off ;1 aopy.
3. attaches copies of 35-1 4o stay-back copies of dispaten.
. Delivers stay-back sopies to sorting table.

25X1 files 41 of 35-1 as log.

Hessenger

15. Places stay-bsok
p wm. sopies in pigeon holes for later delivery, anc delivers

16, “hem CIA ecurisr ar '
nature on )5-16'a, Fives, takes envelopes to tumstile and obtsins sig-

25X 7. Returns signed 35-16 to
Locument Receipt wben resalv ") ¥ho files. also files signed 29X1

. -9
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Rooming N¥on-Cli Cables

Heppsnger

1. Pleks up at turnstils and elgns Courler's Clsssified :ail Heceipt (35~1£)
2. Transports to Ik, opens envelopes and sorts.

3. Places unclassified cables in division pigean holes.

b. Time-stenps classified cablss.

5. Types 35-1 for each classified cable and detaghes #1 sopy of 35-1.
6. Attaches coples of 35-1 4o csbla copies.

7. Plsoes esdbles in pigeon holes for later delivery.

8. Piles #1 of 35-1 as log.

$. Delivers on regular rua.

25X {Wote:r ATIO cables are deliversd after :tep L. |;|rmia and
25X1 Youtes, turns over types 35-1, pulls and files 51

- of 35-1 and sttaches sopies oF 35-1 to cable sopius, and delivers
ztulw te}amm tables where iiessenger places in plgeon heles and
vers,

1. Pieks up from divisions on regular run.

2. Traneports to 1% snd delivers 25X1

25X glerk

3. Prepares and addresses enveloge, places document in envelope and seals.

L. If elsssified: places CI; sticker on envelope; prepares Courlsrts dlag-
sified »all Receipt (35-1£), 1/1; and sttaches 35-16 to envelops.

5. Plases snvelope on GUT table,
(¥ote: Such sables not logged out by IB. Iivisions maintain logs on 35-1.)

=30~
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Yoessenger
é. vhen CTA courler arrives, tskes envelopes to turmnstile.
7. CObtains signeturs on #2 of 35-16's and turus over envelopes.
8. Telivers signed 35-16's to whe files. 25X1
Ipsoming Tep fearet Collsteral
Messmnger
1. Picks up materisl at turnstile snd signs Courisr's Clsssified Hall Ke-
paipt (3%-164). :
25X1 2. Lelivers to
Info Contrel Asst (ithier)
3. opens envelops.
k. If from within CIs, sigas £ignsture Necord and Cover “heet and marks
date and time of receipt.
- If from outside CI2, prepares a Signature Hecord and Cover fhoet and
sttaches to dogument,
§. Tetaches snd signs locument Receipt snd sets aside for return to sender.
6. Resde dooument, marks routing on e slip of paper and attachee elip to
dosument ocover sheet {(doesn't apply to ®Eyes only® or standard distri-
bation meterial).
7. Types T.f. Postinp Hecord (&0-75).
8. Plaees Itoument Receipt in envelope, addresses envelope and plases on
oUT table.
9. Delivers dooument and £0-7%, obtains signsture on the letter snd twrne
over the deoument.
. Returas to IF snd files 60-75.

{¥ote; a. PFor T.S5. cables, step } is followed by step 5, after which a

shost of green paper is marked "Top Secret’ and "osble® and
attaghed to dooument.

b. Onoe a week, I® sends CCI/CTSC o list of all 7... documents received.)

1l
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m Tep Seorct Collateral

1. Deliversd to Kthier Yy division or staff clericsl, with Si;mature Hogord
and Cover “hest sttached.

25X1 infe Control asst
2, Signs divisien or steff lag.
y, 1t originating in &I, mp&ru"r.ﬁ. Posting Gecord (£0-7%), and files.

I2 maltipls routing and leaving (BI: pulls 60~75, marks cestination
an sard, and re-files.

b Completes Kelesse on Signature necord and Cover Shewt, (If decument
lesving CIA, the Sheet is ment to 0CD/CT8C, )

8. Prepares Tocumsnt Reeeipt (1F1) and attaches ;1 to doewmsnt.
6. Piles gopy of locument Fecwipt,
7. Dedble-wraps docusment.

8. Prepsres Courier's Classiffed Mall Recelpt (35-16k), 1/1 and attasches
% envelepe.

9. Places envelope on UUY table.

{when signed Iocummt Heceipt is received, destroys copy anc files
signed original.)

Heseenger

10. When courier arrives » takes snvelope to turnstile.

11, Obtains ccurier's signsture on §7 of 35-164 and turns over esnvelope,
2. Delivers signed 35-1& to who files. 25X1

Insoming tpesial Intellizence

1. Vhen deliverud by il sourier, signe Courier's Classificd xail Heceipt.

2. Opens packags snd cheaks contents vs unolosed reselpt {Locument heveipt
or Ceesolidated Intelligence 8ceipt). For EEA csrds, records number
reteived on ssnifsst.

~12-
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3. Zigns one of above receipts and marks date.
L. Sets aside receipt for piek up by OCI eouriar.

5. If RcA materisly Sorts by (87 division snd plsces in division felders
fer delivery by Hessenger; stores manifsst.

If other material;

a. Preperes 35-1 for each dosument (except "pinks" and *blues®)

b, Istachee #1 of 35-1 and attaches eoples of 35-1 to dooument copien,

8. If not routed, read and mark routing on 35=-1's.

d. Flle §1 of 35-1.

¢. Place docunente in division folders for delivery Yy i essenger.

£f. Store locuwnunt Raéa&pt or Consolidated Intelligense Neceipt,
Hessenger |
6. Dellver on regular run.

ol ‘ ' _Hate

-

1. Step 1 samc as above.
2. Legs in envelope on form 38~1L by 5.C. pumber on envelope.
3. Telephones divieion to piok up.
k. ‘hen picked up, obtains signature on 38-1k.
Mate Froam Sl
1. E4ep 1 same.
2. Opms envelope and checks contents vs enelosed log (form 38-1L)
3. Files ome copy of 38-1L log (other two coples to SAl).
L. Telephenes Al to plok up.

5. Obtains signature on ;2 of Courier's Classified Hall Receipt and turns
ovVer packige.

€. Piles signed Courter's Clessified ail Ressipt.
- 13-
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guigoing £ pocial Intg_]_._lg,gm

Nessanger

1.
25X1¢2.

25X1 1nfo Control Clerk

3.
b

5.
&
7.

8.
9.

0,

3.

h.

$.
6.

7.

Pieks up frem divisions on regular run.
Pelivers

Q! - m‘a i on
Praparss 35-1, detaches #1 of 35-1 and destroys other ecpien.

Prepares locument Receipt ( 1£1), using 5.C. nmumber, snd stischee #1 %o
dogvment

vraps document (double-wrap if lesving CIf).
Files oopy of Tecument Receipt.

Prepsres Courler's Classified Mail Receipt (35-16), 1/1 and sttsches
#1 to wnvelops.

Files #1 of 35-1.

When CCT oourier arrives, obtains signature en #2 of 35-16 and turns
over snvelope.

File signed 35-16.

%hen signed Togument Receipt received, files this, and destroys copy
of Toounent Bepeipt and Courierts Classified »asil Recelpt.

m&l’ - M&m 8.1,

Pulls 35-1 from log box, if one prepared, marks destination on 35-1
and re-files.

o8 Consolidated Tntelligence Reseipt (form 48), 142, files £3 of
forw LS and attaches othar copiles to doeumant.

Places docement in envelops, addresses and seals snvelope,

Prepeves Coarier's Clessified vall Receipt (38<18), 141, and ettaches
#1 %o envelape.

vhen (CI oosrler arrives, cbtains signaturs on §#2 of 35-16, and turns
over envalops.

w1k
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251 =~ Infe Contrel Clerk |- ACTION Cable
7. Types two gets of 15-1. '
8. Attaches yellow cover sheet to cablss.
§. Prom first pad of 35-1, attisches #1l, 2, 3 and 6 to cover sheet and nets

aside #k and 5. From sesend pad of 35-1, detachcs and sots aside +1 and
sttaches other coples to ooples of eabls.

25X1 30, Delivers sadbls eamu| |da1hum #b and § of 35-1, from first
25X1 pad, |umo files ® Lemporarily.

11. Detaches and files I Sopy and hand-carries other copius to ixecutive's
offics. '

‘ ive Officeria ¢ ¢ ~ ACTIOR Cable
12, Marks routing on #2 end 3 of 35-1 and on ocver sheet.
3. g;tuhni? and 3 of 35-1; files #2 in "black book" and returms ¢3 to

= Us. Delivers sables with #1 sad 6 of 351 attached.
25X1 Info Control Dffiger = ACTICH Cable
15. vhen #3 of 3%-1 received, maris rosting om #L and 5.
18, TFiles #3 of 35-1 by due date, 4 by number and §5 by sourcs.

17. vhem metified of completed ACTION, destroys §3 of 35~1 snc marks on gh
and 5 date and method of soxpletion,

25X1 Iafo Coptrel Clurk L NON-ACTION Cables
7. Types 35-1, detaches {1 and sttaches othur copiss to cables.
8. letaches I sopy of eable spd éanvml:l; delivers other copies 25X1

to Messenger.
(Robson files IF copy.)
Hespenger - HON-LCTION Cablas
9+ Places in pigeon holes for later delivery.
10, Delivers on regulsr run.
«16=
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b SECREF

Nessenger
1. Picks up ditto master onb regular run.

9. Trsasports to I3 and delivers 25X1

25X 1infe gontrol Clerk

tication snd detsches
Chee for proper relessing aad suthentic:
. and glﬁtmm. g:h serves as Lemporary 1og.}

4. Prepsrss and sdiressce envslope, encloses csbls in envelops, seals snd
" attathes CTC sticker.

§. Prepares Courierts Classified Mail Heselpt (35-16) , 11, and sttaches
. %o emvelope.

6. Plages envelope on OUT table.

» filed
ved, files this and destroys oDy
(Wobes ﬁwﬂfxﬂﬁg“*ﬂu oon a:“:;, %5 treated ss incoming CIA csble.)

- Kesssager |
7. When courier srrives, takes savelops to turnstile. |
5. Obtains courier's signsture on 35.16 (§2) and turns over envelops.
25X19. Delivers signed 38-16 sho files.

Insening Registered Tosunents
‘ ; ol
1. Pieks up at turnstile snd signs courierts Clessified ¥ail Rec Pt

2. Transports %o "B, opans envelope and delivers %o 25X1

o5x11afe_Centrol Aagl

‘ 8-1};). Detaches and signs
in fegistered Tocument log (form 3
> mwoﬁ Material Transfer Report.

k. Reads docement, maris pouting on s slip and attachss slip to document.
5 Eﬂim dosument and 38-1L to division and obtains signsture on 38-1k.
«37-
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- 6. Returne to IP wnd files 38-1k,

7. Plages Reglatered YHaterial Transfer Report in envelope, addresses to
0CD/CT8C, end plaves om OUT tadle for pick up by courier.

(Note: For Top Seoret registered dovuments, follow 7.5, eollataral procedure
and in addition, log end odtain sigmatures in both T... and Hugistered
Posusent log.)

1., leliversd
25X1
info Control A

2. Bigne division's log.

3. Herke on Fegistered Dooument log "return to (TSCY, and dste.

L. Prepsres and signs Registersd Meterial Transfer Heport (1F1), and
sttashes to document.

5. Propares and sdéresses envelope, places document in snvelope and de-
25X1 lvers

- 6. Piles Tramsfer Re pending receipt of signed original, after which
signed enpy is filed, other copy destrayed.

{Cespsr handler as outgoing collateral administrative.)

(N¥oter Tor T.5., also logs out on 60-75, sipns Cover Sheet relesse, and
othervise handles as Top 5mﬂ.5

Insoming kesponsss to Purchase Orders

R 48 for le=Copy Items

Items sre sent to OCD Br § ldbrary by OCh Librery. Item will centain a lean
slip and a sopy of the Purchsse Order request. Br 5 pulls off dlue copy and
sands to IB. IB Messenger ploke up itex and delivers on regulsr run, IF
substitutes blue sopy of original request for the green oopy in ite filee,

and destreys greea copy.

Reguests for Subseriptions

Reosived as serial publications (see procedure). uhm;heuvn 25X1
the publication, he markes green gopy of the Purchase CYdar reGuest, rucords

date received, prepares Stancerd Distribution Record (60-7S), and re-files

grean eopy.

«18-
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Jutgoding Purchase Orders
Messenger
1. Plsks up P.0. from division on regular run.
2. Teansports to I and ann\mﬁ 25X1

25X1 Infe Control Clerd

3. Chesks P.0, file far existing recuests (if duplicatud, marieP.0. and
25X1°  vuras over| |who contects division). ’

k. Preperes routing slip and attaches to Purchase rder for delivery to
Suppert “taff bty IP Hessenger on his regular run.

(Bupport {taff will review and sign, er return to I with routing slip
‘e division. If disapproved, Xessenger places P.0. in pigeon hole for
regular delivery. If signed, Messenger delivers 25X1

$. Letashes green copy of spproved Purchsss Urder and filas.

€. VWhen pmotified by OCI Br § of processing, delivers green copy to Par-
kinson, vho files.® ’ i

(sNote: If OCD Br § Libraxy has the requested document or can obtain it,
it calls the requestor snd asks if it will be sufficient to borrow
she dovument. If 80, Br S sends the F.0. back who notes
setion on the Fslla, Poturns the 7,0. te¢ the db on, and destroys
the TR green copy. Gtherwise, Br § processes the Purchsse Order.)

Ingoming Advansae C.5. Reports For tvalustioen

1. Ppieks up at twrnstile, signs Courler's Classified Heil Reecoipt.
2. Opens envelops and d-livtrs| I-t . 25X1

25X 1 5afe Control Clark

3. Resds detument, marks routing and due date on Bouting ©1ip, and sttaches
Reuting S1ip to document,

o5X1 ks« Delivers dosunent

.”‘
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25X1T= Iafe Contrel Clerk

5. Prepsres 3"x5" card indicating document [, classificstion, date re-
eeived and routing. '

6. Plases dosument on sorting table and delivers 3"x5* card te

who files by document nusber.

Hespenger .
7« Time-ptamps document.
8. Plsses in pigeon hole for later delivery.

§. Lelivers on regulsr run.

Outgeing Pvaluations

Messanger
1. Ploks up st division on regular run.
2. Trausports %o TP, sorts sad placss in Support Eranch pigeon hols.
3. Delivers to 2upport Branch.

L. Vhen Support Pranch sends bdack, ploke up and delivers to |
25X1 Clerk
§. Pulls 3*x5" card for the repert, snd notes en it date forvarded to /e,

6. Checks pages vs information on card.

7. Prepares snvelope, sncloses document and seals envelope.

8. Prepares Courier's Classified xeil Receipt (35-16), 1f1, snd ettaches
to snvelope.

9. Places envelope on OUT tadle,
10. Files 3"z5" oard with mat csrds, by document number.
Messenger
11. Whan courier arrives, takes envelope to turnstile.
12. Obtains courler's signature on #¥# of 35-16 and turns ovar emvelope.
25X113. Delivers signed 35-14 pho files.
— -£0-
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1. ﬁ:;: up doocument st turnetils snd pigns Courler's Clsssificd ¥eil He~

2. Transports msterial to IP, opims envelops, time-stamps doouments.
3. TNelivers for I? handling.

25X1 Infe Control Off ~ Dotuments Trom Cutside (T4
k. Resds doousent, attaches oover sheet an¢ marks routing on cover shest.

25X ,u 1?0117&1

25X 1 WM_ Tocuments Prom Outeide C

6. ¥arks date on cover shest.
7. Enters in admintstratives log (38-1lL).
8. Marke control number on cover shest end circles slessificstion.

- 9. Types €0-16 (1#L), detaches 71 and ettaches eopies to document.

10. [lelivers dooumant to sorting table and files #1 of €0-16 (Telephones
sddreases on due date) Ly due dste.

25X1 Infe Control Glerk-Typlist

L. Types 60-18 (Cross Reference 514p), 1fL; detaches ;1 ef 60-16 and
atteches other coples to document.

5. Telivers dosumont to sorting tadle and files #1 of £0-1€ by due date.
er - \
a. Plsces in pigeon hole for regular delivery.

b. Dalivers.

{Note: If document is in response to & reguirement, it goss o Suppert Staff
ﬂg‘n;:hum_ atéeox‘évmdmu;amzn'mee .?hh“ﬁ’r
- peturned the Messenger. files this
25X1 oopy of 60-14 Yty due TETS, BT destroys the §1 ugl;;‘_—i. 25X1

21~
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Ousgeing Losned Degunments
Hespenger
25X1L Pioks f sn regular delivery run, transports to I snd delivers to

25X 1Infe Controel Clerk-Typist

2. Pulls #1 of £0-16 from due date file, marks dets returned, snd delivers
25X 1 dosument to

3. Piles 80-16 in mat card file.

25X1 Clerk
Followe steps € through corpletion of cutgoing administretive procedure.

¥o IP loggimg or other eontrel. Dlocument is ploked up at OCD Br S Librery
by IP Messenger, who delivers to recucstor.

Cu Lean Requests
IE Messenger picks up the form £0-L1 request, delivers to oCL Br 5 Library.
Bequests Per Haterisl From Heords Cemter:
Ses Cutgoing sdministrative procedures.
* Such requests are usually unclassified.

Responses to Requeats For xaterisl From Records Center
Nessenger
1. Picks up at turnstile, signs Courier's Classified Meil keceipt.
2. Transports meterial to B, cpens envelope snd delivers
25X1 Gisrk

3. Preparss )"a5" card, indicating document j, classificetion, cate re-
ceived, requestor, nusboer of coples.

L. Places dooument in pigeon hole,
5. Files 3"xS* card with mst oerds, by document number.
- «32-
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Nessengor

€. Ielivers on regulsr pusn.

Roguests for FII' Translstions

!&“ﬁm
1. FPieks up request (form 58-1L) from division on regular rus.
2. Transperts te IV and delivers| | 25X1

25X1 Info Centrol Clerk-Typist

3. Vrites oontrel nusber on sil ecples of 58-14 (1/43).
he I unclessifisd, obtains signsture fre {IX pust keep
\ 25X1
resord of requests four UC translstions ] Teat con~
traated out by FUT.) ’ Fateriel 1s
» E‘ - ‘
$. Deltivers 141 of 58-1 te| 25X 1

é. l;ﬁ:t #3 of 58-1h ty eontrol musder and places #i in divisien pigeon

(Lelivered Yy tessenger on regular run,)

25X 1 Glerk

7. See outgeing adainistrative, step 7 to completion.

1. Picks up at turnstils, signs Courier's Classified Mail Receipt.

25X1 2. Telivers t«el
25X1 Info Uentrol Clerk-Typist

3. rulls £iled sa’m and marks "unmusbired translation roas
pletass astion; forvarded to on o pages; com-

k. rarks routing on routing slip (slready attached te translation).
S. Places in pigeon hols.

SE
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6. Re-files 58-1k.
(Delivered hy Hessenger on regular yun.)

Hendled Dy IFE, Current Suppert Braach, which logs in on Telstype Vire Cheet,
and routes {1 KD, 1 TIPS, 1 for intercst). IE Messenger delivers.

Pleked up and delivered %o 7IS by ID Messengsr. No other 1B handling.

il
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